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Welcome!  This pamphlet is intended to show you how to create a resume on 
USAJobs in order to apply for positions within the New Hampshire National 

Guard.  You can also use this resume to apply for any federal position.   
 

First, if you don’t already have an account with USA Jobs, you can create an 
account and resume by logging on to their site by clicking below or typing it 
into the address bar of your web browser. 

 
http://www.usajobs.opm.gov/ 

 
Once you are there, click on “Create a Resume” 
 

Next, click on “Create your account now” 
 

Your screen should look similar to this: 
 

 
 
 

Fill in the 

Required 

Information 

indicated 

with an 
asterisk * 

http://www.usajobs.opm.gov/


 2                                                                              NHNG USA Jobs “How To” Pamphlet   

 
 
Click the submit button and you’re done!  You’re screen should look like this. 
 

 
 

OK, now you’re ready to create your resume for use in applying for positions.   
 
First, click on “Create a New Resume”.  You should be looking at a screen like 

this. 
 

Fill in the 

Required 

Information 

indicated 

with an 
asterisk * 

Note:  Veterans Preference is not 
used for NHNG positions, however 
is used for other federal positions.  
You should select the button that’s 
right for you. 
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There are 4 
buttons in 
this process 
to guide you 
through 

Fill in the Required 

Information indicated 
with an asterisk * 
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Fill in the 

Required 

Information 

indicated 

with an 
asterisk * 

Fill in the 

Required 

Information 

indicated with 
an asterisk * 
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Fill in the 

Required 

Information 

indicated with 

an asterisk * 

and answer all 

other 

questions as 
applicable. 
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Fill in the 

Required 

Information 

indicated with 

an asterisk * 

and answer all 

other 

questions as 
applicable. 
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Fill in the 

Required 

Information 

indicated with 

an asterisk * 

and answer all 

other 

questions as 
applicable. 
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Fill in the 

Required 

Information 

indicated with 

an asterisk * 

and answer all 

other 

questions as 
applicable. 

When you’re 

done, click on 
“Finish”. 
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